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CREATE A NEW GUEST PROFILE 


iPASS is integrated with PGR (Petco Golden Record), 
search for a Guest even if they have never used the grooming 
salon Guest might still have a profile. 


Click on GUESTS at 
the top of the page 


STEP 1: 

Access the Salon 
Schedule from the 
iPASS homepage: Click on + Add 


GUEST (below the 
search field) 2 ADD GUEST 
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© Required 
Information: GUEST 
= Guest First Name 
= Guest Last Name 
= Atleast One Contact 


FIRST NAME* LAST NAME* 


Phone # 
CONTACT 
A second contact person PHONE: PHONE TYPE 
can be added click on the + Mobile 
to add another (optional) EN 
(+) Add another 
© Select a Contact E 
Preference for 
Communicator 
STEP 2: 
messages 
Enter Guest g 
Information: ; 
@ If the Guest wishes COMIN pnessnence: 
to subscribe to Text or 
Email communication, SMS 
Check the proper m 
Contact Permissions b- Call & SMS 
ox Call, SMS and Email 
Reminder: 
A user must be opted RECEIVE TEXT MESSAGES ABOUT PETCO GROOMING SERVICES?* 
into SMS transactional YES, OPT IN TO TRANSACTIONAL SMS 
NO 
messages to get text 
D 2# 
messages from the —— 
groomers using the No 
iPASS tool 


>| Transactional Emails & Transactional SMS: 
Are related to Appointments and include: Appointment Confirmations, Cancellation 
Notifications, etc. 


Unlike PASS, where the guest had to be opted in to get Transactional 
ek] AFTN emails, they will automatically get them in iPASS 


ò< Marketing Emails: 
Are not related to scheduled appointments and include: Special announcements, 


Promo codes, etc. emails, etc. 
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Oan other information 
fields are optional 


A guest can opt out of Vital 
Care Core by checking the 


box (System will be updates 


to Vital Care Core) pean — be automatically created, unless guest is opted out by 


MORE 


Guest Opted Out Of Pals Loyalty Program 


Enter Preferred Location or 


a Preferred Partner (if | PREFERRED GROOMING LOCATION 
STEP 2: applicable) 
alltel This box is unchecked by BOOKING PREFERENCES 
(continued): default. Checking the Cp Book Ontine 


box will prevent online 
booking for this Guest. 


© 
@wnen you are 


finished editing, click 
SUBMIT to save 


© Click on GUESTS at © 
STEP 1: the top of the page 


Access the Salon SCHEDULE <> REPORTS 
Schedule from the Goss) 


iPASS homepage: 
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STEP 2: 
Search for 


Existing Guest: 


@ Search for the Guest 


in the “Search Guests” 
box 


You can search by any 
combination of the 
items below (i.e. Pet 
parent last name + Pet 
name): 

e Phone Number 
Guest Name 
Pet Name 
Pet Breed 
Email Address 
Pals # 


Click on the correct 
Guest from the drop 
down 


B 


25 results for "al" 


Guest Pet Phone 


| @ avo Guest 


Email Next Appt Last Appt 


EDIT 


EDT 


STEP 3: 


Open the “Edit” 


Window: 


@ Click the EDIT 
GUEST INFO icon 


Edit Guest Profile 

Information, including: 

= Contact Information 

= Vital Care Core # 

= Contact Permissions 
(how does the guest prefer 
to receive communications: 
via Text, Email, Call or not 
at all) 

= Other 

= Ifa guest is Opted 
into SMS and/ or 
Emails, there will be 
a check mark next to 
the phone number/ 


@ Once all changes 


have been made, scroll 
down and Click SUBMIT 
at the bottom 


Tina Deckard 


BOOK APPOINTMENT 


>) SEND MESSAGE 
Ê EDIT GUEST INFO 


2) 


HomePhone: (210) 884-2851 
Email: tina.deckard@petco.com 
PALS#: 513623959 

Preferred Contact Method: 


Guest Since: 7/27/20 
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Follow STEPS 1 & 2: above on how to access Guest profile 


STEP 3: 

Create a Pet 
Profile (Add a New 
Pet): 


© in the middle on the 
right side of the Guest 
profile, click “All Pets” 
(Note: This will say “+ 

Add Pet’ if it is the first Pet 
being added) 


The Add a Pet window 
will appear. 


Home / Guests / Tina Deckard 


Tina Deckard 


SEND MESSAGE 
@ EDIT GUEST INFO 


& GUEST INFO 


È GUEST NOTES = SMS HISTORY 


W PET INFO 


All Pets¥ | 2 app per 


UPCOMING APPOINTMENTS 


No Upcoming Appointments 


STEP 4: 
Add Pet 
information: 


© Enter all Required” 


information in the fields, 
including: 


Pet Name 

Pet Breed 

Date of Birth 

Pet Type 

Gender 

Pet Size 

Pet Spayed/ Neutered 
Vaccination records 


“> ADD PET 


PET TYPE* 


PET SIZE* 


DATE OF BIRTH 


HAIR LENGTH 


NEUTERED* 
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@ Additional Contact © 
information must be EMERGENCY CONTACT / PX UP NAM 
added: 


e Emergency contact @ Aaa anome 


e Vet 
VET & VACCINATIONS 


Orin 
= n , 
naia 
0 
STEP 5: @ Preferred Groomers @ — 
Contact is set at the pet level ; 


information: Decease DECEASED asor 


Pet referred out: Means N S 
the pet can no longer 4 
come in for services. 
ALWAYS put notes in the 
Pet Notes sections 
explaining why pet was 
referred out. 

Examples: aggressive, 
health concerns 


3) Click SAVE at the 


bottom © 


Follow STEPS 1 & 2: above on how to access Guest profile 
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STEP 3: 
Edit Pet Profile: 


@ Click the “EDIT PET 
INFO” icon on the Pet 
Profile 


Click in the Photo box to 


upload a photo 

(Since there are no photos 
saved on the desktop 
computer, you can only add 
photos to a profile when using 
the iPad 


@ When you are 
finished editing details, 
click SAVE 


iPASS will 
pull the guest’s pet 
pictures from their 
Petco App account 


PET I 


DETAILS 


z t 
T 7 YEARS, 2 MONTHS 


Last appointment: TODO 1/20/20 

Pet Type: Dog 

Pet Size: 

Pet Breed: Poodle - Standard (Over 15") 


DOB: 6/16/13 
Gender: Female 


Brantley Weight: 38.4 Ibs 


EMERGENCY CONTACT(S) 


BOOK APPOINTMENT 


2 EDIT PET INFO 


This will pull up the Edit Pet window, where you 
can make all necessary changes 


Edit Brantely 


EDIT PET 
PET 
PET NAME* 
Brantely 
PET TYPE* PET SIZE* 
Dog v Medium (26-50 Ibs) v 
BREED* 
Poodle - Standard (Over 15") x y 
GENDER DATE OF BIRTH 
Female v 06/15/2013 (m) 
HAIR LENGTH COLOR 
Long v White v 
IS THE PET SPAYED / NEUTERED* 
O ves NO 


Dj Zero 
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Follow STEPS 1 - 3: above on how to access Guest profile 


STEP 4: 
Marking Pet as 
Deceased: 


@ Scroll to the bottom 
in the “MORE” section 
of the Edit window. 


1. Mark the pet as 
“DECEASED” 

2. Add the DECEASED 
AS OF 

3. Then, Click Save 


Once a pet is deleted, 
they will be listed as the 
last pet in the pet 
parents’ profile and say 
(Deceased) 


í MORE 


PREFERRED GROOMER 


DECEASED DECEASED AS OF 


No v mm/dd/yyyy 


PET REFERRED OUT 


No 


Lulu(Deceased) 


Z EDIT PET INFO 


Viewing Vaccine Expirations from the Appointment Window 


Expired vaccines are easy to spot. When a pet’s vaccine is expired, you will see this red syringe: E 


STEP 1: 
View Vaccine 
Status: 


@ Click on the 
Schedule Tab 


@ Click on the 
appointment to open the 
appointment window 


SCHEDULE UESTS REPORTS 


Jolly Roger 


& 
Reid (Poodle - Standard (Over 15”)) 


R 
Benji (American Staffordshire Terrier) 
Puppy Bath 
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Follow STEPS 1 - 2: above on how to access Guest profile 


© Click the “EDIT PET © 


INFO” icon on the Pet 
Profile | a 


DETAILS VET INFO 


Last appointment: TODO 1/20/20 Spayed/Neutered: Yes 
Pet Type: Dog Rabies Expiration Date: 8/19/18 


i ifi rT 
Pet Size: Rabies Verified By: TODO 


Bordetella Expiration Date: 5/1/19 
Bordetella Verified By: TODO 


Pet Breed: Poodle - Standard (Over 15") 


DOB: 6/16/13 Da2hpp+Lepto Expiration Date: 
Gender: Female 8/19/18 
i Da2hpp+Lepto Verified By: TODO 
Brantley Weight: 38.4 lbs 


Custom Service Duration: TODO 


You can also see the Agaa 
vaccine expiration date in 

the Pet Profile. If the EMERGENCY CONTACT(S) 
vaccine is expired, the 


date will appear in red will 
appear there. 


STEP 3: 72) 
Edit or Add 
Vaccine dates: 2 Enter new vaccine RABIES EXPIRATION DATE RABIES VERIFIED BY 
expiration date(s) 08/19/2018 7 (mm TD 
Enter your initials in the 
“Verified B CE] field BORDETELLA EXPIRATION DATE BORDETELLA VERIFIED BY 
y 09/19/2021 am| TD 
vA 
DHLPP EXPIRATION DATE DHLPP VERIFIED BY 
mm/dd/yyyy =| 


© 


© Click Save at the SAVE 
bottom 


Vaccination records are required, although the system cannot 
dictate which vaccinations are required in your area, please enter 
the appropriate vaccinations required by your local enforcement 
agencies. 
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